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Job Description
Civic Attendant
Level: 5

	Responsible To:   
	Responsible For:

	Civic Services Team Leader
	Civic Services Cleaner (on a day-to-day basis)



					
About the job: 
To provide an exceptional Civic Attendant service, which meets customer needs

Role:

· To work with Chorley and South Ribble Mayoralty under the Shared Services arrangements and provide cover for Mayoral engagements when required.
· To assist in the control operation and security of the Civic Buildings.
· To attend on the Mayor and/or Mayoress/Consort and Deputy Mayor and/or Mayoress/Consort at all functions inside and outside the boroughs. This may include overnight stays when required, and in doing so to take all necessary measures, following Civic Protocol to promote the dignity of the post and ensure the efficient running of the engagement.
· To assist the Civic Attendant Team Leader on the control of resources: Mayor’s car, Mayoral Insignia, Mayor’s Parlour, Mayor’s/Civic Hospitality, mobile phone, uniform and ceremonial attire, and responsibility for the Mayoral Chains during events.
· To act as Master of Ceremonies at Mayoral functions and Mace Bearer during Civic Processions.
· To prepare and conduct presentations on the Mayoralty, Insignia and History of the Town Hall to groups visiting the Parlour.
· To receive visitors for the Mayor and/or Mayoress/Consort and to provide hospitality as appropriate.
· To inspect the Mayoral Insignia and ceremonial attire before each engagement, to arrange promptly for any necessary maintenance and cleaning.
· To inspect the mayoral car internally and externally before and after each Mayoral engagement and maintain in a clean condition appropriate to its use and to ensure that it is securely garaged after each use.
· To complete necessary paperwork and report any defects/problems to Civic Attendant Team Leader.
· To liaise with the Mayor’s Secretary to ensure that the Mayoral Car is regularly serviced, repaired, and has current Tax, MOT and insurance as appropriate.
· To ensure that the mobile phone is fully charged and available for use during Mayoral engagements and Civic Services duties and to follow the Lone Working Procedure where necessary.
· To assist the Mayor’s Secretary as necessary in connection with Mayoral functions including fund raising activities in connection with the Mayor’s Charity.
· To receive monies on behalf of the Mayor’s Charity when on visits with the Mayor and to be responsible for its safekeeping.
· To operate an External/Internal mail delivery service and to undertake general courier duties, including Porterage, deliveries, or collections in connection with Mayoral or Council functions.
· To provide an Attendant Service including the provision of refreshments at all Civic Buildings including Council, Civic Meetings, Lancastrian functions and other occasions as appropriate, setting up, including furniture, Conferencing equipment, Powerpoint projector laptops etc as required.
· To have responsibility for the provision of externally booked functions in the Lancastrian Suite.
· Respond to out of hours emergency call outs on a rota basis. 
· To provide a uniformed presence as necessary in reception areas of all Civic Buildings
· Assist in control and implementation of the computerised card access system
· Operation of Intruder Alarms and testing of Fire Alarms in line with Health and Safety.
· To operate computerised booking system for meeting rooms and Lancastrian suite.
· To monitor building cleaning and equipment to ensure high standards of service and report to the Civic Attendant Team Leader as appropriate.
· To operate the Council’s Financial systems and Computer Software Applications to produce data and statistical information
· To provide assistance during elections/civic functions where appropriate when required.
· All other duties deemed appropriate.

Special Conditions of Service
· Leave should not be taken which coincides with major events in the Mayoral year such as the Mayor’s Ball, Charity Ball, Mayor’s Sunday and Remembrance Sunday and Election period or that coincides with other Attendants leave.
· You will be required to participate in an emergency call-out standby rota –
· Weekly standby allowance
· 2 hours minimum overtime if called out 
· You may be required to work over the Christmas and New Year period 
· Hours of work are 18 hours per week worked on a flexible basis from Monday to Sunday in line with the needs of the service.
· The salary to be inclusive of irregular hours, including weekends and evenings.
· Overtime to be paid over 36.25 hours, additional hours over 18 and up to 36.25 will be paid at time.
Payment for working on Bank and Extra Statutory Holidays in line with National Agreement on pay and conditions of services






Responsibilities:

Team:
· You will work with your colleagues to prioritise team objectives over individual objectives.
· You will support and respect your colleagues at all times.
· You will work together to share knowledge and experiences to improve your service.
· You will participate in development activities as required.

Corporate:
· You will carry out your duties and responsibilities in line with the Health & Safety Policy and associated legislation.
· You will actively engage with customer care, value for money and performance management.
· Your duties will be carried out in line with our equality scheme.
· You will be compliant at all times with GDPR and data protection legislation.
· You will constructively participate in communication and promotional activities.

Organisational:
· You will be prepared to take on responsibilities and projects that may be outside of your normal work area but are relevant to your role.
· [bookmark: _Hlk1381256]You will support an inclusive culture which provides opportunities for everyone to participate and progress.
· You will support effective relationships across all Directorates, with stakeholders and external partners to ensure the Council’s priorities and objectives are met.
· You will positively promote and represent the Council at all times.




What the successful candidate will have:

Qualifications
· GCSE’s (minimum of 4)

· Full driving licence.

Knowledge & Experience 

· Available to work unsociable hours, including weekends and Public/Bank holidays

· Experience of security systems

· Experience of Microsoft or other computer packages.

· Dealing with General Public

· Experience of producing presentations

· Knowledge of multi purpose function room

· Demonstrate Customer Care Skills

· Ability to follow written and oral instruction

· Ability to deal with confidential information in a sensitive manner.

· Proven ability to work with minimum supervision

· Ability to attend Emergency Call Outs within 15 minutes

· Supervisory experience

· Knowledge of Mayoral procedures desirable

You will play a key part in our organisational culture:

FORWARD THINKING – Plans and prioritises effectively deciding what to do and what not to do

RESPECT – Is visible and approachable with colleagues

PROFESSIONAL – Demonstrates an awareness of the political context in which decisions are made

PRIDE – Creates a positive and upbeat culture amongst colleagues

ONE TEAM, ONE COUNCIL – Builds effective relationships outside their immediate team
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